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You are assigned to the Services Staff of the
Directorate of Operations as the senior secretary.
Your immediate Supervisor is ths Chief, Services
Steff. Your responsitvilities and duties are as
Tollows:

1. As an office manager to:

2. Establish and maintain office procedure
files and records.

w

x

b. Provide guidance
Staff relating to the pr

all cowmponents of the
: ation
tne dlerlbutloﬂ of mail, and intr

of corre espondence,
a-statff coordinarion.

€. Maintain a concise 10

g8ing system which will
provide brief abstracts of information on correspond-
ence which I have or101ndbu", signed, concurrsd inm
or approved, and which in addition will provide
immediate identification and the status of pending
ltemd .
.d. eceive and review corr espondence to nme

researching and atuaghlno background 1nfoLmatLon if
appronflate. ;

¢. Maintain ¢1nL1L¢11tv

h with the mission,
functions and operations of all Services Staff
components to ensure correspondence/records
coordination,

2. As a personal assistant to:

&. Know who is w}u in the DDO in particular and
at the senior lavels of th% Azency in general in ovder
to tacilitate coordination and liaison,

b, Arrvange appointments and conferences and to
conduct follow-up action to ensure LULD]A nce with
policy decisions/assisnments pado.
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d. Maintain tho
substance of ail £o -
relazse to the s

e. Know the propar reot rents in the Staff and
( 2 3
3

€. Draft for my signature routine corresponden
and review all correspondence prepared for my
signature for procedural accuracy -as well as
conformance with what you know to be my style and

pollcyﬁ

3. ~As -2 secretary-stenc to:

4

a, Prepare and distribute correspondence

b. Receive telephone and personal callers and
to know when to interryupt and how to handle diffic
cases,

e. Provide similar assistance to my IExecutive
ert Action Group in

Assistant, and to the Chief, Cov:
~the absence of his secretary.

have rTead and undevstand
“wis Letter of Instruction.
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